
Audits and Investigations Division 

573-751-7446 



 The Annual Financial Prequalification process was 
developed to expedites the contracting process by ensuring 
the consulting firms are qualified in the following areas: 

 

 Legal status 

 Accounting system 

 Capabilities 

 Specific technical experience 

 Licensing 

 

 
 

 

 

 

MoDOT Financial Prequalification Process 
 

Confidentiality of  consultant financial information is managed through 
secure document storage practices 



How do I navigate to the Consultant Prequalification webpage 

Go to www.modot.org 



How do I navigate to the Consultant Prequalification webpage 

 The four step prequalification process is located near the bottom of the 
page under the “More Links” section on the MoDOT website. 

 

 



Consultant Prequalification webpage 

Select Consultant Prequalification 
Requirements 

Select the fourth tab titled, “Consultant Prequalification Requirements 



Consultant Prequalification webpage 

Select Standard Prequalification Process 

Select the Standard Prequalification Process.  
 

Contact the Audits and Investigations Division at 573-751-7446 for Safe Harbor rate 
eligibility information. 



What is required? 

Click here to begin 



Step 1  
Statement of Qualification document (SOQ) 

SOQ documents are uploaded into MoDOT’s system and are used as a reference tool for 
project managers and division leaders  

Provide one of the following documents: 
 

• Company developed document that describes staff and project experience; 
 

• Form 254-Architects-Engineer and Related Services Questionnaire; 
 

• Form 330-Architects-Engineer and Related Services Questionnaire. 



Step 2 
Required Missouri Registrations 



Step 3 
E-Verify Memorandum of Understanding (MOU) with the 

MoDOT Worker Eligibility Verification Affidavit 
Normally, the E-verify MOU has electronic signatures and dates 



 
 

Step 4 
Financial Prequalification-Risk Based Assessment 

MoDOT Responsibility 
 
 

MoDOT utilizes a risk based review process that provides a realistic assessment of A/E firm’s 
financial situation.  This risk based assessment provides reasonable assurance that the A/E firm’s 
information contains no misstatements ensuring compliance with federal and state regulations. 
 
MoDOT staff may disallow all or part of a claimed cost that is inadequately supported. 
 
What is a Risk Based Assessment? 
   
MoDOT auditors reference costs listed on the overhead rate schedule to the  costs listed on the 
Income Statement, General Ledger, or Trial Balance (for this example we will use the Income 
Statement).   
 
The Income Statement costs are then referenced to the tax return.  
  
The accounts and costs listed on the overhead rate schedule are then referenced to the Internal 
Control Questionnaire (ICQ). The ICQ describes the accounting processes and procedures used by 
the firm to segregate direct and indirect costs, as well as, identify and remove unallowable costs 
from the overhead rate schedule. 



Step 4 
Financial Prequalification-Risk Based Assessment 

Risk Based Assessment 
 
It is important to have cohesion between the prequalification documents.  The 
following table shows how the documents are inter-related and must reference one 
to another. 



Step 4 
Financial Prequalification-Risk Based Assessment 

Consulting Firms Responsibility 
 
Consultants must maintain adequate records, including supporting 
documentation, to demonstrate that the costs comply with applicable FAR 
cost principles.  
 
Financial information should reflect the most recent completed fiscal year 
and should be submitted no later than six months after the close of that 
fiscal year. 
 
Consultant must use the most up-to-date forms on the MoDOT Consultant 
Prequalification Requirements website.  
 



Step 4 
Item 1-Financial Prequalification Cover Page 

View the following links for additional assistance in 
completing the financial prequalification documents. 



Step 4 
Item 1-Financial Prequalification Cover Page 



Step 4 
Item 1-Financial Prequalification Cover Page 
Ensure answers are thorough and complete 



Step 4 
Item 1-Financial Prequalification Cover Page 

Consultants must 
maintain adequate 
records, including 
supporting 
documentation, to 
demonstrate that the 
costs comply with 
applicable FAR cost 
principles.  
 
Financial information 
should reflect the most 
recent completed fiscal 
year and should be 
submitted no later than 
six months after the 
close of that fiscal year. 



Step 4 
Item 2-Overhead Rate Schedule (Indirect Cost Rate) 

See additional guidance located on the Overhead Rate Overview link prior to preparing 
the overhead rate schedule 



Step 4 
Item 2-Overhead Rate Schedule 
(Indirect Cost Rate) 

Firms should have a fundamental 
understanding of the FAR, which 
may be obtained through the use of 
the AASHTO Uniform Audit and 
Accounting Guide. 
 

The overhead rate schedule must: 
 

• Be provided in the required 
format; 
 

• Demonstrate a reasonable 
assurance of FAR compliance;  
 

• The amounts must report actual 
costs; 
 

• Traceable to financial statements; 
 

• Be mathematically correct. 



Step 4 
Item 2-Overhead Rate 

Schedule (Indirect Cost 
Rate) 

The overhead 
rate schedule 
must show the 
removal of 
unallowable cost. 
 



Step 4 
Item 2-Overhead Rate 
Schedule (Indirect Cost Rate) 

• FAR reference to define the 
unallowable costs. 



Step 4 
Item 2-Overhead Rate 
Schedule (Indirect Cost 
Rate) 

Additional 
determination of 
unallowable costs 
with FAR references 
can be found on 
Appendix C in the 
AASHTO Uniform 
Audit and Accounting 
Guide.  
 
 
 



Step 4 
Item 2-Overhead Rate 
Schedule (Indirect Cost Rate) 

The information included on the 
overhead must accurately reflect 
the information on 
Prequalification Cover Sheet, 
Executive Compensation, 
Contractor Cost Certification and 
Internal Control Questionnaire.  



Step 4 
Item 3-Executive Compensation Analysis 

MoDOT auditors must review executive compensation to ensure 
compliance with the FAR. Excess compensations must be shown as an 
unallowable cost on the overhead rate schedule. 
 

The firm has 3 options to demonstrate executive compensation is within 
the FAR allowable limits. 
 

Option 1:  Compare executive compensation to the National 
Compensation Matrix (NCM) located on the AASHTO website; 
 

Option 2: Complete a compensation analysis through the use of salary 
surveys; 
 

Option 3: Provide the following information: 

Position Title Total wages paid including 
taxable fringe benefits 

Total bonuses paid 



Step 4 
Item 4-Contractor Cost Certification 

The Contractor Cost Certification should reflect the overhead rate listed on the 
overhead rate schedule and certifies the overhead rate schedule was prepared in 
accordance to the FAR. 
 
If the firm has a home office and field office rate, both overhead rates must be 
shown on the form and the form must signed and dated to be valid. 



Step 4 
Item 5-Internal Control Questionnaire (ICQ) 
 

View the ICQ Overview and Additional Resource Information by ICQ 
Section for assistance in accurately completing this document. 
 
Ensure the required documents are included in the submittal. 

Thoroughly answer all questions and ensure the submittal includes the 
required supporting documentation. 



Step 4 
Item 5-Internal Control Questionnaire (ICQ) 

Thoroughly answer all questions and ensure the submittal includes required 
supporting documentation. 

The firm’s CPA/Accountant should not complete the ICQ document, however, 
it is encouraged to have a review of the completed ICQ and overhead rate 
schedule to ensure accuracy and cohesion. 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ) 
 
 
To assist firm’s, Section links 
have been develop as a tool 
in understanding the ICQ 
requirements. 
 
 
The ICQ Overview describes 
the risk based assessment 
performed by MoDOT 
auditors.  
 
 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ) 

 
 



Step 4 
Item 5-Internal Control Questionnaire (ICQ) 
 

To assist firm’s, Section links have been develop as a tool in understanding 
the ICQ requirements.  



Step 4 
Item 5-Internal Control Questionnaire (ICQ)-Section A 

Any cost unrelated to the A/E consulting services performed by the company 
must be removed from the overhead rate schedule. 



Step 4 
Item 5-Internal Control Questionnaire (ICQ)-Section B 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-
Section C 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-Section D 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-Section E 



Step 4 
Item 5-Internal Control Questionnaire (ICQ)-Section F 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-Section G 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-
Section H 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-Section H 

This section defines how your firm treats 
expenses billed on federal contracts and 
invoices.   
 

This is an example of how the ICQ and overhead 
rate schedule are related and if the documents 
do not agree, additional information is required.  
 

If H.9. Printing and Reproduction costs are 
defined as a direct expense, than H.4. should 
mark printing/reproduction as D for Direct.   
 

Direct expenses or project related costs, cannot 
be included in the overhead rate schedule.  
 

Please note: the only time N/A should be 
marked is if the firm does not provide those cost 
in their services. 



Step 4 
Item 5-Internal Control 
Questionnaire (ICQ)-Section I 



Step 4 
Item 5-Internal 
Control Questionnaire 
(ICQ)-Section J 



When a related party rent situation exist, the rent expense reported on the 
overhead rate schedule must be recorded at the owner’s actual costs. 

Option 1: 

The Related Party Rent Worksheet 
 

Provide: 

• Owner’s tax return schedule of 
depreciation and amortization 
showing book values;  

• Depreciation; 

Note: Section 179 and Bonus 
Depreciation are unallowable costs; 
therefore, must be removed or show a 
conversion to accepted depreciation 
costs. 

• Property tax; 

• Maintenance cost; 

• Other expenses; define what costs are 
include in the “other” category.  
 

Option 2: 

Describe the methodology used to 
determine reasonableness of costs with 
supporting documentation.  



Step 4 
Item 5-Internal Control Questionnaire (ICQ)-Section K 



Step 4 
Item 5-Internal Control Questionnaire (ICQ)-Section K 

Ensure the form is signed and dated and includes a 
sample timesheet, policies and any other requested 
information. 



What should I include in the Prequalification Submittal 

 Statement of Qualification 

 Secretary of State – Certificate of Good Standing 

MO Professional Registration – Certification of Authority (License/Registration) 

 Executed E-Verify MOU 

 Notarized Worker Eligibility Verification Affidavit 

 Prequalification Cover Sheet 

Overhead Rate Schedule 

 Executive Compensation documents 

 Contractor Cost Certification 

 Internal Control Questionnaire (ICQ) 

 Related Party Rent documents with supporting information 
 Policies 
 Timesheet 
 and other documents as deemed necessary in the ICQ 


